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Online Learning for Self-Service Time and Attendance 

Employee training for Self-Service Time and Attendance will be offered via online learning. 
Beginning April 2nd, you will be able to access online learning that will demonstrate navigation 
and tasks associated with online time reporting. Online learning for employees will include 
topics such as system navigation, reporting regular hours, leave hours and excess work hours, 
and reviewing your timesheet and leave balances. In addition, online learning intended for 
managers and supervisors will include topics associated with approving time. 

Prior to April 2nd, you will receive instructions on where to access the online learning courses. 
You will be able to access the courses at any time that fits your work schedule and you can 
complete each course at your own pace.  

Online Learning Rollout for Employees 

April 2: Navigation – An overview and explanation about the “look and feel” of the online 
timesheet, including login and navigation. 

April 9: Reporting Time – A demonstration on how to report time, including making prior-period 
adjustments and using leave time. 

April 16: Reporting Excess Time – A demonstration on how to report comp time and overtime. 

May 7: Reporting Holiday Time – A demonstration on how to report holiday time taken, holiday 
worked and to be paid, and holiday worked to be credited with comp time. 

Key Terms To Know 

Each week, important Self-Service Time and Attendance terms will be defined in the ePostcard. 
Here are this week’s terms:  
 
Online Learning – Web-accessible training providing instructions and narrated demonstrations 
of navigation and time entry tasks for Self-Service Time and Attendance. 
 
Preview of Upcoming ePostcards 

The next ePostcard will cover entering time on your online timesheet and will include the online 
learning rollout schedule for time approvers. 

Coming in future messages:  



 How you can adjust time you have previously reported 

 How time is approved 

 When to call the Shared Services Center 

 Your Self-Service Time and Attendance login and password, and more! 
 
In the meantime, we welcome your feedback and questions! Email us at 
MassHRInfo@MassMail.State.MA.US. 
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